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One APS…thousands of career opportunities

	Title
	Administrative Assistant

	Level
	APS Level 2

	Salary
	$45,562 - $50,525

	Registry/ Section
	South East & Central Registry

	Location
	Sydney Office

	Position Number
	23

	Type of employment
	Ongoing/non ongoing, initial term of 12 months with possibility of extension

	Hours
	Full time at 37.5 hours per week

	Reports to
	Senior Administrative Officer

	Supervises
	Nil

	Line Manager’s Supervisor
	South-East & Central Registry Manager

	Contact person about the role 
	Nicole Maher, Ph (02) 9227 4008

	Indigenous contact person
	Kimberley Wilson, Ph (02) 9227 4006

	Security status 
	nil

	Closing date and time
	5pm Friday 24 February 2012


Role description

Under supervision of a senior administrative officer, the administrative assistant provides support for the Sydney office of the South East & Central Registry’s service delivery including it’s native title claim management, future act and corporate functions.
Key responsibilities

· undertake routine administrative tasks including coordinating receipt, registering and distribution of mail and/or documents, photocopying, filing and answering telephones

· respond or forward to relevant officers queries from clients and stakeholders

· prepare and make arrangements for meetings and conferences

· arrange travel and associated logistical arrangements

· maintain accurate records through updating databases, corporate and electronic files

· undertake data entry and retrieval for statistical reporting
· assist with administrative process associated with the Tribunal’s statutory functions including the processing of new, amended and determined applications, notification processes, and lodgement of Indigenous Land Use Agreements;
· apply guidelines and procedural standards under direction

· assist with the implementation and review of procedures and tasks relating to administrative functions
· Staff reception and direct calls.

· Conduct searches of the National Native Title Tribunal’s Registers.

Note: Tasks and duties of this role may change from time to time in line with the operational needs of the organisation.
Selection Criteria
Applicants must provide a written statement addressing the following criteria.  Please limit your response to no more than 500 words per criteria and use examples that demonstrate your skills, knowledge and experience relative to the key responsibilities of the position.
	1.
	Leadership
	Provide examples of your experience in prioritising effectively in a busy work environment. What do you take into account?

	2.
	Effective Communication
	Provide examples of your positive contribution to effective communication in a team environment.

	3.
	Achieves Results
	What do you do to ensure that you are continuously improving your performance? Provide examples.

	4.
	Identified Criteria 1* 
	An understanding of the issues affecting Aboriginal and / or Torres Strait Islander people.

	5.
	Identified Criteria 2*
	An ability to communicate sensitively with Aboriginal and / or Torres Strait Islander people.

	If you are short-listed, you may be assessed against the remaining capabilities, (as listed below), during an interview.  No written response is required at this time. 

	6.
	Productive Working Relationships
	Proven ability to achieve results when working in a team environment.

	7.
	Personal Drive and Integrity
	Demonstrated ability to use initiative and to think creatively.




*   As the National Native Title Tribunal delivers services to Indigenous Australians, employees 
are expected to have, or be able to acquire a knowledge and understanding of Indigenous 
cultures and the issues affecting those cultures in Australian society.
About the South-East & Central Registry

Management of the South-East & Central Registry is located in Sydney, with offices also in Melbourne and Adelaide. The Registry is responsible for managing the Tribunal’s functions and services within New South Wales, Australian Capital Territory, Victoria, Tasmania, South Australia and the Northern Territory.  The Registry is responsible for the administration, registration, arbitration and mediation of the native title matters in all four States and both Territories.

About Sydney office

The Tribunal’s Sydney office comprises thirteen employees including the Manager South-East & Central Registry.  It manages the Tribunal’s role in the registration, administration and mediation of native title matters in NSW and staff based in the office may assist with the Tribunal’s work in other jurisdictions including the Northern Territory, Victoria and South Australia.
The key functions of the office are to: 
· manage and process native title applications, including registration and notification of native title determination applications
· assist with agreement-making (mediation) in relation to native title determination applications, as well as Indigenous Land Use Agreements
· report to the Federal Court in relation to native title determination applications 

· administer future act processes that attract the right to negotiate, including providing mediation assistance, conducting inquiries and making decisions (arbitrating) where parties cannot reach agreement.
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